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POLI CE SUPERVI SOR OF DEPARTMENTAL RECORDS

(Pronotional Cl ass)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses responsible «clerical supervi sory
positions, the primary duties of which include the supervision
of the work of Police Departnental Record Clerks. |Incumbents in
t hese positions are responsi ble for managi ng the operations of
clerical or records processing divisions, or the records
mai nt enance activities of other divisions or sections of the
departnent, as nmay be assigned. Police Supervisors of
Departnental Records assign work to subordinates, and eval uate
the work performance of Police Departnmental Record Cl erks.
Enmpl oyees of this class perform routine duties independently,
having work assigned and reviewed under the supervision of a
ranki ng police officer.

EXAMPLES OF WORK

Exanples |listed below are illustrative only. They are not
intended to include all duties which may be assigned. neither
are they intended to exclude other duties which nmay be | ogqical
assignnents to this class.

Manages the operation of clerical or office functions of the
records division of the departnent. Accounts for the noney and
assets of the division. Supervises the collection of fines and
bond noney, and the issue of receipts. Answers inquiries and
handl es requests regarding the records division. Recommends
managenent policies, goals, and objectives for the clerica
functions of division.

Supervi ses personnel assigned to the records division of the
departnment, and delegates authority to subordinates for the
effective operation of the records division. Evaluates the work
performance of subordi nates and di scusses work perfornmance with

subor di nat es. Wites enployee evaluation reports. Provi des
assi stance to subordinates in technical areas of work. Conducts
corrective interviews. Resol ves enpl oyee conplaints and

gri evances.

| nspects systens and facilities for mintaining records and
reports, and revises such systens when necessary. Mai ntai ns a
library or archives of materials for future use or reference by
depart ment personnel. Supervises activities for locating and
retrieving informati on or docunents from conputer database or
hard copy files. Perforns appropriate back-up function in the
conputer files.

Supervises the typing of letters, forms, nenos, statements,
formal reports, or any other docunents assigned to the records
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section. Proofreads typed material and corrects errors. Checks
departnment records and reports for conpl eteness, accuracy, and
conformty to established procedures.

Supervi ses the processing of incom ng and outgoing mail for the
departnment and sees that it is sorted and distributed to the
proper person, section, or office. Conposes business letters
for the records section. Conpil es and organi zes data needed for
reports, and wites reports as may be required.

Performs any related duties assigned.

QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirenents |isted bel ow nust
be nmet by the filing deadline for application for adm ssion to
the exam nati on.

Must neet all requirenents of the Minicipal Fire and Police
Civil Service Law, including being a citizen of the United
States, and of |egal age.

After offer of pronotion, but before beginning work in this
class, nust pass a nedical examnation, the selection and
adm ni stration of which shall be authorized by the Appointing
Aut hority, designed to denonstrate good health and physical
fitness sufficient to perform the essential duties of the
position, with or without accommdati on.

Must be a regular and permanent enployee in the class of
Departnmental Records Clerk with at |east five (5) years in that
class immedi ately preceding the closing date for application to
t he board.
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